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3. Actior. Requestad
a. [0 Enablish Retention Schedule; record will continug to secumuiate.

b. [ Dspose of present accumulation; no further sccumulation anticipsted, . Change Retention Ins truc ti.tmI

¢. KDAmend ApplicationNo. __ 76-273 - CheckOne: X Change; [J Supercede; O Void
4. Detes of Series 6. Records Series Titie Nollowed by title used in office; H ditfersnt)
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BB Mental Retardation Sec__t__l_qg, Dircc tor's Subjec t Pile:
6. Division and Office Function What is the function of the Division and tha Office in which this record series is created?
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7. Records Serss Description Thus Vﬁh contains the following documants finclude form numbers and tities, if any): * Attach ssmples of the tue.

Documents-relating to!

included are:

- The file is arranged :

8. Monthiy Reference Rate " How often are records. rh;f?n:rad *0 which ars: ‘: '
' One t0 3ix months old i Sewnttwsivemonthsold ___ . _; Thirmeen to twentyfourmonttuold .
t;umﬁ‘r-'ﬁh monthsandolder 7 o T - :
9. Annual Ram of Accumulstion or Records '—“'Z e, I ‘ — - -
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! & is this the officis! copy of the sries? ; T
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I b. Does the series contain conficentia! informatien requiring security handling? If yes, cite isw Or regulsion,
. Iathise vial esord? T — T T
T d. Doss this series have hinorical or jong term ressarch value? ' b T
8. When one or two documants in the fiis maka it NeCHIIETY 1O knp the entire ﬂh for ailong pmod could these documenn
- be scheduied wparstely? ro. i ety J_“’__ o —
1 . L! is the information mntamegﬂ_thu unes sver pubh;hod? lf yn: ‘attach copy. L j' i .
T . 18 the information containsd in this serias ever anslyzed and]or ro;:ord@d ina l.lmm-lnzevd repon? B :
H yos, stachcopy. . o v Y T :
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11. Retsntion Requiremsnts The foliowing roqulul the series to be kept: i R R 41
S R 1T E-RUN S e
a. St Law i Sttt BT Y d. Audit perlod — yaars.
b. Ststute of limitetion yess, u o. Adminimrative need . - . YesrS,
c. Fedensl law _— ysars. ) f. Fedafal retention lntvuctlom —_—— Y8873,
Attech copy or sxzerpt of lsws or nwinnom Exphln sdministrative need, -
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12. Approved Disposition instructions  This -go‘hcy neomrmrid?ﬂut the fils series be cut off st the end of each:
& Calendar Year; [ Fiscal Year; O Other _ then,
(X Hoid in the currant files sres mamth(s) - yaar{s); then
T Transfer to local holding area; hold yesr(s); then - »
X Trantter to State Records Center; hoid —__ yabr(s); then
[3 Destroy
O Transter 1o State Archives for parmanent retantien,
O Otrer {Specity)
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APPLICATION FOR RECORDS RETENTION SCHEDULE o O I Ay Of HATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubiication No. 76—RM—1 for instructions on completing this form. Forward signed originai to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attantion: Scheduling Section. .

FOR AGENCY USE 1. Agenw Address ; FOR RECORDS MANAGEMENT USE
‘Application Dete —{Department of Human Resources Application Number :
ivision of Mental Health & Mental Retard. -
June 11, 1976 ental Retardation Section :
Application Numbar W7 rrinity ave., Rm. 542-H Dete Received Date Completed
DHR-57 Atlanta, Ga. 30334 S JWE -91976  |puc 1 0 1978
2. Person to Contact Working Title Telephone Number

Budd Hughes Assistant Division Director 656-6370

3. Action Requested
3. @ Estabusn Retention Schedule; record will continue to accumuiate.
b. O Dispose of present accumulatlon, no further accumuiation antlcxpated

¢, [ Amend ApplicationNo. .. Check One: [ Change; O Supercede; I Void

4. Dates of Seriss 5. Records Serias Title [followed by title used in office; if diffarent}
Earfiest © Latest
1973 | Present Mental Retardation Section Director's Subject Files
8. Division and Office Function What is the function of the Division and the Offica in which this racord series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research programs. This Division is also concerned with community mental health, and the
administration of the State mental bospitalls, rehabilitation and retardation centers.

The Mental Retardation Section is one of the programmatic sections of the Division of Mental -
Health and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the mentally retarded with the I Q range of 0-55) administered through
a comprehensive system of institutional and community services programs. The specialized
services are provided through the following major programs; 1) Day Training and Work Activity
Programsg,2) Group Homes, 3) Inst1tut10na1 Serv1ces, 4) Family Care Homes 5) Foster Grand-
parent Programs.

7. Record Series Description Thi§ file contains the following documents (inc/ude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: all areas of interest and respon51b111ty of the Director of Mental
Retardation Section.

Included are: correspondence, reports, studles, memos concerning policy and procedure for the
operation of Mental Retardation Training Centers, Group Homes, Institutions, etc., legis-
lative and budget material, newsletters, personnel files, communications with state and
federal officials and other documents relating to the functional areas of the Section.

! |
J File is arranged: alphabetically by subject.

1 8. Monthly Referance Rate How often are records referrad to which are:

Onae to six months old _-II_OM.I_ Seven to tweive rnonths old .2 ; Thirteen to twenty-four months old ....3....._.....‘ ‘
rwsntv five months andolder — .7 i .
9"Annua| Rats of Acoumulation of Records - T 2
§ Letter-size drawers slegalsizedrawers _ .. Shelves ________ ;Other (specify)
T Lateral 36"
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ves | No | 10. Questionnaire  (Place an “X* in the proper column)

X a. Is this the official copy of the senes? . :
It not, where is jt? o .

b. Does the series contain confidential mformatlon requiring sacurity handling? If yes, ¢ite law or regulation.

¢. |s this a vital record?

8. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these

X
X
X d. Does this series have historical or 1on1terrn research value?
X
X

dgsymgm_m_smgduhﬂ.awlv?

X If ves, attach copy.

g. Isthe mformaﬁon contained in this series ever analyzed and/or recorded in a summarized repart?

h. Is there a duplication of this senes in vour offlea orin another ofﬂce or agency?

X Myes where? - - . SIS

X1 i Ismmmummmnﬂmm?

X 11 _Does the record series result in a computar printout?

N

11. Retention Requirsments The foilowing requiras the sarias to be kept:
‘&, State Law _ ' _yeas. d. Audit period i years.
b. Statute of limitation . years. e. Administrative need 2 years.
¢. Federal law , years, f. Faderai retention instructions years.
Attach copy or axcert of laws or regulations. Explain administrative need.
Previous reference experience
12. Approvad Dk;dtion lnstruc_ﬂom' This agency ncommends that tha file series be cut off at the end of each: 1
” o - O Calendar Year; @ Fiscal Year; O Other then,
& Hold in the current files ares month(s) 2 . . year(s); then
O Transfer to lacal hoiding area; hald year(s); then
I Transfer to State Records Center; hold .3 __year(s); then
& Destroy.
I:l Transfer to State Archives for permanent retention.
O Other (Specify)
| )
These instructions appiy to all prior and future accumulations of the series.
Date

fﬂ!ncv Head/Designes (Siﬁhaw¢l Date Records Msnaggmsnt Oftficer (Signature)
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fIf disspproved, attach letter "
State/Designee @ a8l d. M

of explanation.) Se
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